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MAY 24 1949

MEMORANDUIT TO: ALL ADMINISTRATIVE OFFICERS AWD TTHE AUD ATTENDANCE CLERKS

SUBJECT : Proparation of Forms 1130, Time and Attendance Report, .
and Related Data STATINTL

RAEFERENCE : Administrative Instruction _"Time, Leave and Pay"

1. It seems appropriate to request that personnel for whom you
maintein Time and Attendance Reports be advised to refer their questions
to you first for answer. This will eliminate, to a large extent, some
of the many routine calls to the Pay Roll Division, Fiscal Branch. If
possible, it is desired that you answer the employse's question, based
on the general information that has been furnished you; however, if you
are not certain of the correct answer, and desire to contact the Pay
Roll Division for clarification, this memorandum is in no way to be
interpreted as an objection to your calling that Division for assistance
in obtaining the appropriate answer for the cmployee.

2+ Leave transcripts from othor agencies do not always reach this
office as rapidly as thoy should. Until such time as = transcript is
received in the Puy Roll Division, the lsave records reflsct only the
amount of leave to the omployce's credit since his date of ontrance
on duty with this organization. In order not to inconvonisncs the
employce, and because of insufficisnt time to trace the leave transcript,
up to ton actual working days of sick and/br annual leave will be honoracd
for those employess in whose casos it has bosn ostablished that lasve is
to be transforrsd from anothor agsncy. In such casss, a statement, in
writing, must be submitted by tho cmployae attesting Ghnt he has a
sufficient amount of leave availnbls and tho name of Tho Governmsnt
agoncy, with addreoss, from which The leava will bo Transfsrrod.  Such
statements must be approvod by branch or offics chiof's, or their
designated reprosontatives, and attachod 6 The Form 1I50, Time and
Attandanco Report, onm which the loave 18 reported,

. Your attontion is invited to tho nocassity of cooporating in
meoting the deadline for the receipt of the Forms 1130, Time and
Attenduncs Report. It is mondatory thut all reports be prepared with
the utmost procaution and deliv:rod by huand to Room 207, Coentral
Building, to insure Their arrival in tho Pay Roll Division Tor audit
not later than 4;00 P.JI. on tho Hondey Tollowing the c¢lose of the
reporting poriod. Upon receipt of n writton raqusst, special arrange-
ments to sxtond the deadline drto will bo made for thoss offices
located & considerable distunce from Washington, D,C.
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4. For cmployeos depurting for overssas assignments, Form 1130 shuall
be forwarded to tho Pay Rpll Division not later thon 4:00 P.M. on tho day
following the departurc of tho individual, with o notation thereon showing
date and time that the omployce dopurted.

5» Regulations require that Forms 1130 be posted daily. Expericence
has. revesled it 1s advisuble to propurs tho Forms 1140, for ench smployeo,
«t tho beginning of osuch pay period. The "Regular" column may be complotad
ot the boginning of the pay period to reflect the full 80 hours in a pay
status, unless there is a possibility the smployee will bs carried in a
Lzavo Without Pay status during the period. The dnily posting will be
neeossury only for thoso omployses who take leavs, vorform night "duty,
or WhO WOTK compensitory time, overtims, or on a holiday. In this way,
the Time and Attondancs Report will reflect at all timos thy status of
tho cmployce on nany day during tThe pay poriod.  Inspoctions will Be

made to dotornine that these rodords ars maintdined on a daily basis,

6. As the orgnnization grows, it becomes more and more difficult
to meet the pay roll deadline estublished by the Trensury Department,
and requirements can be complied with only if the Time and Attsndancs
Report for sach individual is receivsd by the Pay Rell Division within
the time limit set forth in Paragraphs 3 and 4. A log is mainteinad
in the Pay Roll Division, showing the hour rnd date Time and Attondanco
Reports are received from each reporting unit. Whenover such reports
are not deliv:red within the spscificd time it may bs necsssary to
stop salary puymonts to tho employens for whom no rsports have besn
roceivad. The oxtreme inmportance of obsorving the tinme limitations
of having Time and Attendonce Reports in the Pay Roll Division by 4:00 P.l,
on the Monduy following the closs of tho fourteen~-dny reporting psriod
must be stressed.

7. Salary checks will be distributed by the Pay Roll Division to
the Payment Clerks of the brunch or office in which amployess ure
assigned. A pay roll list containing the nanes of employces, with spnces
designnated for signatures, will accorpany sach group of checks. The
signed pay roll lists svidencing reeeipt of tho checks by the smployaos
must be returncd to the Pay Roll Diwision by the closs of business tho
sacond workday following delivery of the chocks to the Payment Clork,
Undeliversd checks nccompanied by a menorandun stating the roenson for
non-dslivery rust be returned at the same +tine,

8. It is undorstood that, by virtus of necessity, certain cases
may reguire special handling with ropard to the delivary of an individual
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pay check. In such instances, the detuils of +the delivary may be worksd
out by the orployee involved and the Pay Roll Division with ths knowledgs
and concurrence of the branch or offics in which the erployce is working,

9. The Payrment Clork rust exorcise oxtrems care in the handling
of chocks in order that they may not become lost and to insure that
security is not violated.

10. In the event an omployce will be absent from duty on pay day
and 1s unnble to pick up his chack, he ray, if he desires, have the
- chock mailed to him. A memorandum must be submitted through appropriate
channels to the Pay Roll Division requosting that the check be mailed,
including mailing instructions to bs followed. Should the cnployaee
desire to have his check forwarded vie other than ordinary postal
delivery (i.e., by air nail or special dalivery), the requirsd postage
should be forwarded with the nomorandun. Enployess should discontinus
sonding steamped, sclf-addrosscd snvelopes sincs chocks are mailed in
Treasury Departmont cnvelopes.

11. To aid in tho execution of Timo and Attendance Raports and to
facilitate your work in connection with this function, there are attached
instructions for the "Preparotion of Standurd Form 1130, Tims and
Attendance Report". For further information with rsspect to Agsncy

policies and instructions concorning Time, Louvs and Pay, refer to
Administrative Instruction idmted 22 4April 1949, STATINTL

STATINTL

Ee Re SAUNDERS
Budget Officer
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